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Step 1:  Follow this trail:  Home >> Administration >> Reports Console 

Step 2:  Type in survey, click contains in the search type, and the click search: 

 

Step 3:  Click on Survey Statistics: 
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Step 4:  Click Select: 

 

Step 5:  Type in VDSS for the search text, and then type contains in the search type, the click search.  

This will provide you with all VDSS surveys: 
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Step 6:  Click on the circle, which corresponds with the survey you want to populate, then hit select: 

 

Step 7:  Type in the course number in the search text, select contains in the search type, then type in 

appropriate section start and end dates, and select the appropriate choice in the delivery method.  Then 

click search: 
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Step 8:  Click on the select box if you want all classes within this timeframe, or click the + sign to pick 

individual events: 

 

Step 9:  Click run report. 

 

 

 


